
July, 2015 

 

TOWN OF MOULTONBOROUGH, NEW HAMPSHIRE 
EMPLOYEE PERFORMANCE REVIEW 

       
 

EMPLOYEE’S NAME:  __________________________________________________________ 

 

EMPLOYEE’S TITLE:  __________________________________________________________ 

 

DEPARTMENT:   __________________________________________________________ 

 

INITIAL DATE OF HIRE: __________________________________________________________ 

 

DATE OF CURRENT CLASSIFICATION (ANNIVERSARY DATE):___________________________ 

 

EVALUATION PERIOD FROM:_____________________ TO:_______________________ 

 

SUPERVISOR’S NAME: __________________________________________________________ 

 

SUPERVISOR’S TITLE: __________________________________________________________ 

 

DATE OF EVALUATION: __________________________________________________________ 

 

TYPE OF EVALUATION:  [ ] PROBATIONARY 

        [ ] ANNUAL REVIEW 

        [ ] SELF-EVALUATION 

        [ ] OTHER___________________________________________ 

 
STEP 1: EMPLOYEE SELF-EVALUATION 

STEP 2: SUPERVISOR REVIEW/EVALUATION 

STEP 3: DEPARTMENT MANAGER REVIEW/EVALUATION 

STEP 4: TOWN ADMINISTRATOR REVIEW 

STEP 4a: BOARD OF SELECTMEN REVIEW (APPLICABLE FOR DEPT. MANAGERS ONLY) 

STEP 5: EMPLOYEE & SUPERVISOR CONSULTATION 

STEP 6: EMPLOYEE ACKNOWLEDGEMENT 

STEP 7: ORIGINAL RETURNED TO TOWN ADMINISTRATOR FOR PERSONNEL FILE 

STEP 8: BOARD OF SELECTMEN APPROVAL OF CHANGE OF STATUS FORM 

 

LEVELS OF PERFORMANCE (FOR RATING PURPOSES): 

 

0.0= Unacceptable:  Minimum expectations are not being met; performance is deficient; better 

effort is required; results are unsatisfactory 

2.0= Acceptable:  Meets expectations; performs assigned tasks and/or responsibilities 

sufficiently; Few deficiencies are noted. 

2.5= Above Average:  Job performance is noted for occasionally rising beyond basic 

expectations.  

3.0= Commendable:  Performance expectations are often exceeded; goes above and beyond 

the basic effort with good results; proficient in most tasks; mistakes are extremely rare 

3.5= Very Good:  Consistently performs at a high level with regard to effort and 

accomplishments. 

4.0= Exceptional:  Superior effort and outstanding results are consistently demonstrated; 

serves as a role model for other employees; exemplary conduct in most rating aspects. 
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GENERAL EVALUATION CRITERIA 

 

(A.1) QUALITY OF WORK: 

 

Can the employee be depended upon to meet finished product expectations?  Is the work consistently 

thorough, accurate and timely?  Are errors or mistakes often noted?  Are things done right the first time?  

Does the employee forget to do parts of a project?  Can the end results be used as an example for others?  

Is work done neatly or sloppily?  Is attention to detail obvious or lacking?  Are reports and project 

documentation completed in an appropriate manner?  Has the employee received disciplinary action 

and/or praise for the quality of work during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(A.2) QUANTITY OF WORK: 

 

Does the employee keep up or fall behind other workers?  Does the employee exceed the output of 

others?  Is work time spent productively?  Are daily assignments completed in their entirety?  Does the 

employee exceed goals and/or request additional assignments?  What happens to work output before and 

after break times or absences from work?  Has the employee received disciplinary action and/or praise for 

the quantity of work during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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(A.3) PERSONAL WORK HABITS: 

 

Does the employee report to work punctually?  How often has the employee used sick leave during the 

evaluation period?  Is leave time abused?  Are there any patterns or trends related to workplace 

attendance?  Does the employee repeatedly ask to leave work early due to illness or appointments?  Is the 

employee’s appearance neat and appropriate?  Does the employee dress appropriately?  Does the 

employee maintain a neat and organized work area?  Does the employee report to work when truly sick?  

Is the employee a positive role model for others?  Does the employee conduct himself/herself in a 

professional manner?  Is the employee fair-minded?  Does the employee use appropriate language?  Is the 

employee dependable?  Does the employee act with integrity?  Has the employee received disciplinary 

action and/or praise for personal work habits during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

(A.4) ATTITUDE: 

 

To what extent does the employee cooperate with fellow workers?  Is the employee moody or non-

communicative?  Does the employee demonstrate enthusiasm or complain about work assignments?  How 

does the employee interact with peers and other Town officials?  Does the employee spread gossip or 

rumors about others?  Is the employee’s temperament appropriate?  How does the employee respond to 

criticism and suggestions?  Does the employee lack tactfulness at times?  Is the employee sensitive to the 

needs or shortcomings of others?  Does the employee foster a productive and friendly work atmosphere?  

Does the employee care about the funds used for departmental purposes?  Does the employee treat Town 

property with respect?  Does the employee listen attentively and follow directions?  Does the employee 

comply with directives and policies?  Has the employee received disciplinary action and/or praise for 

his/her attitude during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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(A.5) ADAPTABILITY & PROBLEM-SOLVING: 

 

How does the employee cope with unfamiliar work?  Does the employee require close supervision?  Does 

the employee show initiative and self-motivation?  Is the employee flexible as priorities shift or 

emergencies develop?  Does the employee show an interest in expanding job knowledge?  How does the 

employee react to new ideas?  Does the employee suggest new approaches to problem-solving?  How 

does the employee react to unsuccessful experiments?  Is the employee able to identify or anticipate 

problems and communicate such issues to supervisors?  Has the employee received disciplinary action 

and/or praise for his/her adaptability and problem-solving abilities during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(A.6) SAFETY COMPLIANCE: 

 

Does the employee consistently comply with safety policies and procedures?  Does the employee 

demonstrate concern for a safe work environment?  Does the employee engage in horseplay or dangerous 

behavior?  Does the employee have to be reminded to use appropriate protective equipment and 

practices?  Does the employee wear a seat belt in a Town vehicle?  Does the employee provide 

suggestions for enhancing worker safety?  Does the employee fulfill his/her risk management obligations? 

Has the employee had any workplace accidents?  Has the employee failed a random drug test?  Does the 

employee recognize the importance of law enforcement in the promotion of safety?  Is the employee an 

active participant on the JLMC? Has the employee received disciplinary action and/or praise for safety 

related issues during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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(A.7) PROFESSIONAL DEVELOPMENT: 

 

Has the employee taken any training classes during the evaluation period?  Were educational 

opportunities initiated by the employee or supervisor?  Has the employee demonstrated a willingness to 

learn?  Has the employee met the goals previously established?  Has the employee complied with training 

requirements?  Does the employee ask pertinent questions?  Has the employee failed any classes or 

neglected to fulfill any training opportunities?  Does the employee share job knowledge with others?  

What types of certifications have been obtained during the evaluation period?  Does the employee exhibit 

potential for promotion or an upgrade in job classification? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(A.8) TECHNICAL SKILLS:  

 

Is the employee familiar with the job description?  Is the employee capable of performing all of the duties 

set forth in the job description?  Has the employee demonstrated the ability to perform the duties of the 

position with distinction?  Does the employee avoid certain responsibilities?  What has the employee 

done to stay current in emerging technologies?  Does the employee ask questions to better understand 

his/her responsibilities?  Is the employee ready for additional responsibilities?  Does the employee 

voluntarily apply additional skills for the benefit of the department?  Is the employee working to his/her 

maximum potential?  Is the employee respected by colleagues?  Does the employee look into historical 

aspects of a situation?  How does the employee fulfill budgetary responsibilities?  Has the employee 

received disciplinary action and/or praise for his/her technical skills during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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(A.9) ORGANIZATION: 

 

Has the employee demonstrated the ability to organize and prioritize assignments?  Does the employee 

appear organized when he/she attends meetings?  Are deadlines met?  Does the employee frequently 

appear to be in crisis mode?  Does the employee anticipate project obstacles and develop plans to achieve 

success?  Is the employee able to meet the daily workload and if not, does he/she communicate legitimate 

reasons to a supervisor?  Does the employee waste time during the workday?  Has the employee received 

disciplinary action and/or praise for his/her organizational skills during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(A.10) TEAMWORK: 

 

Does the employee accept accountability for individual work contributions?  Does the employee solicit 

input and ideas from others?  Does the employee blame others for mistakes?  Does the employee offer 

praise to others?  Does the employee have personality conflicts with other members of the work team?  

Has the employee demonstrated a willingness to share skills and coach others?  Does the employee ask 

for others to help with a difficult task or volunteer to help other employees?  Does the employee speak of 

Town government or Town officials in a complimentary or derogatory manner?  Does the employee 

speak of wanting to work somewhere else or of striving for advancement?  Does the employee respect the 

chain of command?  Has the employee received disciplinary action and/or praise for his/her teamwork 

during the review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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(A.11) PUBLIC RELATIONS & COMMUNICATIONS: 

 

Does the employee communicate appropriately with citizens?  How does the employee respond to citizen 

requests for service?  Has the employee gone above and beyond the call of duty to help someone?  Does 

the employee provide concise verbal and/or written communications to supervisors, subordinates and co-

workers?  Does the employee spread misinformation or partial renderings of actual events?  Is the 

employee an advocate for the department?  Does the employee accurately explain his/her role in Town 

government to others?  Does the employee refer citizen inquiries to supervisors?  Has the employee been 

the recipient of a citizen complaint and if so, was there any validity to the complaint?  Has the employee 

done anything to cast discredit on the department?  How does the employee interact with other 

government agencies and/or the press?  How are reports and presentations handled?  Has the employee 

received disciplinary action and/or praise for public relations activity and communication skills during the 

review period? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(A.12) LEADERSHIP: 

 

Is the employee a leader or a follower?  Does the employee delegate appropriately?  Has the employee 

made himself/herself critical to the success of the department/Town?  Is the employee effective when 

working in a supervisory capacity?  Does the employee set a good example for others?  Has the employee 

established personal goals and objectives?  Does the employee promote innovation?  Does the employee 

show initiative or a take charge approach to work assignments?  Does the employee demonstrate unique 

personal skills?  Does the employee empower subordinates?  Does the employee need to be told what to 

do? 

 

RATING:  _______________ 

 

COMMENTS:  ____________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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PART B. ADDITIONAL EVALUATION CRITERIA 

 

(B.1) ACCOMPLISHMENTS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(B.2) STRENGTHS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(B.3) WEAKNESSES: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(B.4) ACTION PLAN FOR IMPROVEMENTS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 



July, 2015 - 9 - 

(B.5) DEPARTMENTAL GOALS & OBJECTIVES: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(B.6) SUPERVISOR’S ROLE/CONTRIBUTIONS TOWARDS EMPLOYEE’S FUTURE SUCCESS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

(B.7) OTHER SUPERVISOR’S COMMENTS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 
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PART C. COMPENSATION CALCULATIONS 

 

(C.1) SUM TOTAL OF ALL RATINGS THIS EVALUATION: __________________________ 

 

(C.2) ADJUSTMENT*:           __________________________ 

 

(C.3) TOTAL MERIT RATING:         __________________________ 

 

(C.4) PROPOSED MERIT AMOUNT (SEE CHART ATTACHEMENT A): ________________ 
 

 
*ADJUSTMENT VALUE SHALL NOT EXCEED 4 POINTS (+/-) BASED ON ADDITIONAL EVALUATION CRITERIA AS SET FORTH 

IN PART B 

 

PART D. ACKNOWLEDGEMENTS 

 

DEPARTMENT MANAGER’S COMMENTS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

__________________________________________________   ___________________ 

DEPARTMENT MANAGER’S SIGNATURE     DATE 

 

 

TOWN ADMINISTRATOR’S COMMENTS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

 

__________________________________________________   ___________________ 

TOWN ADMINISTRATOR’S SIGNATURE     DATE 
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EMPLOYEE’S ACKNOWLEDGEMENT: 

 

 Check each box that is applicable and initial where appropriate: 

 

 [ ] __________ I agree with this rating/evaluation 

 

 [ ] __________ I do not agree with this rating/evaluation 

 

 [ ] __________ I accept my rating, but there are some parts that I do not agree with 

 

 [ ] __________ I have had an opportunity to discuss this evaluation with my supervisor 

 

 [ ] __________ I wish to appeal my approved merit pay amount to the Selectmen 

 

 

EMPLOYEE’S COMMENTS: 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

_____________________________________________________________________________________ 

 

__________________________________________________   ___________________ 

EMPLOYEE’S SIGNATURE           DATE 
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             ATTACHMENT A 

 

 

MERIT CHART 

 

Less than 12 = 0.0% 

 

12  = 1.0000% 

13 = 1.0833% 

14 = 1.1667% 

15 = 1.2500% 

16 = 1.3333% 

17 = 1.4167% 

18 = 1.5000% 

19 = 1.5833% 

20 = 1.6667% 

21 = 1.7500% 

22 = 1.8333% 

23 = 1.9167% 

24 = 2.0000% 

25 = 2.0833% 

26 = 2.1667% 

27 = 2.2500% 

28 = 2.3333% 

29 = 2.4167% 

30 = 2.5000% 

31 = 2.5833% 

32 = 2.6667% 

33 = 2.7500% 

34 = 2.8333% 

35 = 2.9167% 

36 = 3.0000% 

37 = 3.0833% 

38 = 3.1667% 

39 = 3.2500% 

40 = 3.3333% 

41 = 3.4167% 

42 = 3.5000% 

43 = 3.5833% 

44 = 3.6667% 

45 = 3.7500% 

46 = 3.8333% 

47 = 3.9167% 

48 = 4.0000% 

 

 

 


